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Request for Proposal (RFP) Events 

The Cardinal Purchasing Module provides the Strategic Sourcing (SS) Buyer with a means to 

create, manage and award Strategic Sourcing Events. The most common event is the Invitation 

for Bid (IFB) which is primarily awarded to the lowest responsive and responsible bidder 

meeting the required specifications. Cardinal also provides similar functionality to create, 

manage and award the 2-Step IFB Event and Request for Proposal (RFP) Event. In comparison 

to the lowest price, these event types are awarded based on the ranking of the offerors’ 

responses and subsequent negotiations with such offerors, to achieve the best value. 

RFPs are commonly known as Competitive Negotiations. These events are created with criteria 

that are weighted (ranked) by level of importance and scored by each Collaborator based on the 

offerors’ submitted proposals. The lowest price is only one of multiple elements used in 

determining the highest ranking offeror to make an award.  

This job aid discusses a typical Competitive Negotiation Event process, from start to award. 

Actual events will vary in content and complexity.  

Refer to the PROC345: Strategic Sourcing course for more information on Strategic Sourcing 

events and how to process them in Cardinal. 

 

TABLE OF CONTENTS 

Scenario             Page 

Adding a RFP Event ................................................................................................................. 2 

Enter Offeror Responses ........................................................................................................27 

Analyzing Proposals and Awarding RFP Events ..................................................................34 

 

  



                                               Procurement Job Aid 

  Request For Proposal (RFP) 
 

2 of 43  Rev 8/21/2013    
 

Adding a RFP Event 

1 Navigate using the following path: 

 Main Menu > Sourcing > Create Events > Event Details 

 

 

2 On the Add a New Value tab, confirm the Business Unit for your agency (i.e., VDOT is 50100). All 

other field values default. 

3 Click the Add button. 
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4 The Event Summary page displays.  Select Request for Proposal from the Solicitation Type drop 

down menu. 

5 Enter dates as applicable.  

Note: Preview Date is the agency due date to complete any and all document edits, collaboration 

and approvals prior to posting (advertisement). Start Date is the event advertisement date.  End 

Date is the event closing date.  
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6 Enter the Event Name and Description.  

7 Click the Arrow icon to expand the Description field, if necessary. 

 

 

8 Enter text in the Description field (up to 2000 words or 10,000 characters).   

Note: You may type text into the field or cut and paste from another document. Spell-check is 

available by clicking the Checkbook icon.  

9 Click the OK button.  
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10 Click the Save Event button to save the header.   
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11 An Event ID and Version number are assigned.  

Note: This does not post the event. Also note that Round is not used, so the value shown next to 

Round should be ignored. 

12 Click the Event Settings and Options hyperlink.  

 

13 Check the boxes that apply. For Example: Sealed Event and Display Bid Factor Weightings.  

14 Select the Line Score and Total Score type for scoring. 

15 Enter Header and Line factor weights as determined.  

16 Click Save Event Changes. 

17 Click on Return to Event Overview hyperlink.  
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18 Click the Event Comments and Attachments hyperlink.  

 

19 The Event Header Comment and Attachments page displays. 

20 Enter comments in the Comments field and add attachments as applicable.  

Note: You can type text into the field or cut and paste text from another document. Also note that the 

Comments field may contain a maximum of 3000 characters. 

21 Click the blue + (plus) sign to add additional comments.   
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22 Click the Standard Comments hyperlink to add Special Terms and Conditions pre-loaded in the 

system.  

 

 

23 Click the Std Type lookup button.  
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24 Comment types are listed and available for selection. Select RFP from the lookup results. 

 

 

25 Click the Comment ID lookup button.  
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26 Standard Comments specific to RFPs are listed and available for selection. Select a Standard 

Comment specific to the event. 

Note: Not all Standard Comments are necessary or applicable.  
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27 Standard preloaded comments appear in the Comments field. 

28 Click the OK button. 

29 The Standard Comment is added to the event header in the Comments field.  

Note: The text may be edited. 
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30 Repeat steps 23-29 to add additional Standard Comments. 

  

 

31 Select Std Type SOL for all other Standard Comments.  

Note: It is not necessary to add a new Comment field for each different Standard Comment. Using a 

single Comment field, click the Standard Comments hyperlink and select each Standard Comment, 

one at a time. Each Standard Comment fills at the bottom of the existing Comments text.  The 

Comments field may contain a maximum of 3000 characters, so adding a new Comment field may be 

necessary if you need to add several Standard Comments. 
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32 Click the Add Attachment button to add attachments. 

 

 

33 Click the Browse button and select the attachment to upload.  

34 Click the Upload button.  

35 Click the Save Event Changes button to return to the Event Summary page. 
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36 Click the Event Header Bid Factors hyperlink.   
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37 Insert header Bid Factors that apply to the event.  

Note: Header Bid Factors are specifically applicable to the event and to the ultimate contract in its 

entirety. In comparison line, Bid Factors are specific to the line (good or service) requested only.  

Each Bid Factor is assigned a weight depending on the level of importance. The SS Buyer assigns 

weights that equal 100% in total.  

 

 

38 Click the Bid Factor Search icon. 
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39 A list of Bid Factors displays. Select any Bid Factor hyperlink to be added as applicable.  

 

 

40 When a Bid Factor is selected, the factor’s preloaded information displays. Edit this preloaded 

information as needed and enter the weighting specific to the factor.   

Note: Bid Factors can be selected from what is configured in Cardinal. Factors are set up for a Text 

response, a Numeric response, a Yes/No response, or a monetary response format.  
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41 To add more Bid Factors, click the  sign.  

42 If needed, enter 0.00 for the Remaining Bid Factor Weight. 

43 After you have entered all Bid Factors, click the Save Event Changes button.  

44 Click the Return to Event Overview hyperlink.  
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45 Click the Line Items hyperlink.   

 

 

46 Select applicable line item(s) for the RFP.  

Note: You may select an Item ID or Category using the lookup icons. If an Item ID is selected, a 10 

digit Item ID will display. The Description and Unit of Measure (UOM) is fixed and cannot be 

changed. If a Category is selected, the Description and UOM must be entered by the SS Buyer.  

The Start Price should always be set to .01 cent.   

47 Click the Advanced Definition tab.  
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48 Click the Comments icon.   

 

 

49 Enter one or multiple comments.   

50 Add Attachments (if applicable) 

51 Select any Standard Comments as applicable.  

Note: Check Send to Bidder box if you wish to include the comment in the event the bidder 

52  Click the OK button.  
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53 Click the Details hyperlink.   

 

 

54 Complete the Line Details section as applicable.  

55 Click the OK button. 



                                               Procurement Job Aid 

  Request For Proposal (RFP) 
 

21 of 43  Rev 8/21/2013    
 

 

56 Click the Bid Factors hyperlink.   

 

 

57 Enter line Bid Factors information as applicable. The weighting for all Bid Factors must total 100.  

Note: Line Bid Factors are specific to the line item(s) only.  

58 Scroll to the bottom of the page and click the OK button.  
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59 Click the Save Event Changes button. 

60 Click the Return to Event Overview hyperlink.  

 



                                               Procurement Job Aid 

  Request For Proposal (RFP) 
 

23 of 43  Rev 8/21/2013    
 

61 Click the Event Collaborators hyperlink 

 

62 Use the Event Collaboration Details page to invite Collaborators on this event.  

Note:  More information on collaboration is in the Strategic Sourcing Collaboration job aid. 

63 Enter a Collaboration Due Date and Time to establish a deadline for all comments.  

64 Select the Collaborators. 

65 Click the OK button.  

 

 

66 Click the Save Event button.  

67 Click the Route button.  

Note: Collaboration Status changes to Available. 
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68 Each Collaborator can now review and/or edit the event. More information on Collaboration is in the 

Strategic Sourcing Collaboration job aid. 

69 Once Collaborators have completed collaboration (or the collaboration due date and time have 

passed), review the edits and comments the Collaborators entered. (More information on 

Collaboration is in the Strategic Sourcing Collaboration job aid.) After you have accepted or 

rejected any collaboration input, the event is ready to be posted for advertisement. 

70 Navigate using the following path to open the event, if needed: 

 Main Menu > Worklist > Worklist 

71 Click the Preview PDF button.  

72 A message displays. Click the Yes button to receive the event PDF via email.   

 

 

73 In the email message, open the attached PDF.  
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74 Review the PDF for layout and content with accepted changes from collaboration.  

 

 

75 If the event is ready for posting, click the Post button in Cardinal. 
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76 Click the OK button to submit the event for approval. 

 

 

77 Event has started in Cardinal. Post the event PDF on eVA as required and follow agency 

procurement procedures. 

Note:  After the posting period has lapsed, the event timeline closes. The offerors’ proposals are 

received by the Purchasing Office prior to the closing date/time and made ready for evaluation.  
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Enter Offeror Responses 

1 Navigate using the following path: 

Main Menu > Sourcing > Event Responses > Create Bidder Response.  

 

2 The Create Bidder Response page displays.   Click the Event ID link for the vendor and event you 

are entering for an offeror response. 

 

 

3 Click the Enter a New Bid button.  
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4 The Event Details page displays and is available for entry of the Offeror responses.  

Note: Step 1: Answer General Event Questions displays the requirements to be entered.  
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5 Enter the offeror’s responses and Evaluation Committee scores on this page. 

6 Enter the response in the General Question Response field. 

7 Click on the Add Comments or Attachments hyperlink to insert responses/docs, as needed. 

 

 

8 Click the Bid hyperlink.  
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9 Enter offeror’s responses in the Response and Your Unit Bid Price fields. 

10 Click the Validate Entries button.  
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11 A message displays indicating if any errors were found. If none were found, click the OK button. 

12 Click Start Page button.  

 

 

13 Click the Submit Bid button.   
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14  A message displays. Click the Yes button to confirm that you wish to enter the bid. 

 

 

15  Another message displays. Click the Yes button to post the bid.   

 

 

16 The Bid Confirmation page displays. Click the OK button. 
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17  Enter the other offeror’s responses by clicking on the appropriate Event ID link. 

18 Once the offeror responses have been submitted, the event is ready for evaluation. 

 

 

 

 

 

 

  



                                               Procurement Job Aid 

  Request For Proposal (RFP) 
 

34 of 43  Rev 8/21/2013    
 

Analyzing Proposals and Awarding RFP Events 

1 Navigate using the following path: 

 Main Menu > Sourcing > Maintain Events > Event Workbench 

 

2 The Event Workbench page displays. Enter search criteria to find the event you wish to view, if 

necessary. 

3 Click the Analyze Bids icon.   
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4 The Analyze Total page displays with response tabulation and the current Event Score for each 

offeror as calculated by Cardinal. 

5 Click the Analyze Line hyperlink. 

 

 

6 Click the Analyze hyperlink. 
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7 The Analyze Line page displays. Line pricing and factors appear with the total Line Score as 

calculated by Cardinal. 

8 Scroll down and click the OK button at the bottom of the page.  
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9 Select Invite Collaborators from the Go To drop down menu.  
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10 Use the Event Collaboration Details page to invite Collaborators to analyze the proposals. More 

information on collaboration is in the Strategic Sourcing Collaboration job aid. 

11 After Collaboration has completed, the SS Buyer can complete the award by clicking the email 

notification link or by navigating to the Event Workbench.  

12 Navigate to Main Menu > Sourcing > Maintain Events > Event Workbench 

13 The Event Workbench page displays. Enter search criteria to find the event you wish to view, if 

necessary. 

14 From the Event Workbench page, click the View Collaboration icon.   
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15 The Analyze Total page displays. 

16 The collaborators’ scores and average calculations for each response appear. The factors and scores 

by each factor also appear. 
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17 Based on the overall scores, make the award to the qualifying vendor by selecting Award in the Bid 

Action field and entering 100 in the Award by Percent field. 

18 Click the Save button. 
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19 Navigate using the following path: 

Main Menu > Sourcing > Maintain Events > Award Events 

 

20 The Award Details page displays. 

21 Select PO Contract in the Award Type field. 

22 Click the Attachment icon.  
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23 Enter comments in the Comments field to support the award decision.   

Note: Attachments may be inserted here. 

24 Click the OK button.  
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25 Click the Post Award button. 

 

 

26 Contract ID is created.   


